IN ADVANCE OF THE WORKSHOP

Needs Assessment
As part of the planning for the workshop, undertake a needs assessment to determine the level of knowledge and understanding of Early Childhood in the office or region, along with an analysis of the level of knowledge and understanding required by the various staff members. This will help to determine the content and approach of the workshop.
Timing
Determine the timing of the workshop, both the length of time that will be devoted to the workshop session and when it will be scheduled, in relation to the other demands on the office. Allow sufficient advance time to plan the session and prepare participants.
Location
Identify the location for the workshop. It is generally more efficient for workshop purposes to hold workshops at locations away from the office. The workshop venue should provide adequate space for the activities, all necessary meals and refreshment breaks and suitable accommodations if overnight stays are required.
Transportation to and from the workshop location should also be easily available.
Adapting to Local Conditions
The workshop coordinator should design the workshop based on the needs of the participants and the "road maps" identified for the use of various combinations of materials in the Resource Pack. It will also be necessary to take into account the skills and knowledge of workshop facilitators and the resources available, including the facilities in the workshop location. The workshop schedule should be set up to provide the most effective use of time, adjusting and adapting the material in each module as necessary.
Identifying Participants and Facilitators
The workshop coordinator should determine who should participate in the workshop, review the workshop objectives set out in each module and make any necessary adjustments to meet the needs of the participants. This is also the time to identify the workshop team, making sure that the people chosen will be available for the full time for which they are needed and that they have the opportunity beforehand to make the necessary preparations. The workshop should be announced to participants sufficiently in advance to enable them to make any preparations that may be required by the workshop design.
Planning for Field Trips
Before the workshop begins, review Session 3.19 Field Guide to Home Visits in order to plan ahead for field trips. This will guide you in determining what facilitators, colleagues in the field, community members and participants need to know and do a month or more in advance, in the days prior to the visits, on the days of the field trip and after the visits are completed.
To ensure the best possible experience and outcomes for everyone involved, review and discuss the general purpose of the field trip, what Early Childhood concepts and sessions are essential, who needs to know what and when, what role everyone will play, what materials need to be at hand, and how the trip will be concluded, debriefed and assessed.
Facilitator Materials
Review the lists ahead of time to ensure that materials are readily available, that equipment is in proper working order, that you are familiar with the material, that the appropriate number of handouts has been printed, and whether you need to prepare any flip charts or VIPP cards in advance. The types of materials used are:
Supplies -such as flip charts, VIPP cards, markers and tape. You will need a flip chart for most sessions. Standard 4x11 inch VIPP (Visualisation in Participatory Programmes) cards are needed in many sessions and should be used according to accepted processes (e.g., write clearly in block letters, write only one idea per card, etc.). In one or two sessions you will need special supplies (e.g., pre-prepared posters, blindfolds and children's play objects).
Equipment -A laptop or desktop computer with a projector with which to show PowerPoint slide shows or single overhead slides will be needed in all sessions.
PowerPoint slide shows are all supplied on the CD-ROM in this pack.
Handouts -These are provided for each session immediately following the activities text. Read the text to see whether all participants need each handout or if they are only needed by specific groups.
Background reading -This is provided for the facilitator on the CD-ROM in this pack. We strongly suggest that you read this material carefully ahead of the workshop to get a good grasp of Early Childhood concepts and to be better able to facilitate participants' understanding.
Participant Materials
It is a good idea to prepare binders for the participants in advance of the workshop. The workshop binders should be big enough to accommodate other materials (such as case studies, exercises and supplementary information) that will be distributed during the workshop. However, it is best not to make the binders too large or too full of material, otherwise the participants will have trouble finding what they need. Limit the binders to the essentials, and have additional information (punched for the binder) available to hand out during the workshop only to those participants who really want it. Allow sufficient time to prepare the binders and other participant materials (handouts and such) before the workshop. The binders should contain the following:
Statement of the workshop objectives.
Schedule for the week by topic and timing.
Administrative information -e.g., about travel and accommodation arrangements.
Materials for each session separated under numbered tabs, including objectives, learning points, discussion points, readings, and copies of the handouts.
Hard copies of PowerPoints -These are optional and can be with or without speaker's notes and/or overheads so that participants can take notes while the material is being presented (easiest to print them as handouts in black and white).
Workshop Space
The workshop process requires that the participants be organised into groups for much of the work. The set-up of the room should reflect this as follows:
Participants' tables -These should seat between six and eight people. Arrange them so that all participants can see the projection screen at the front of the room and hear the facilitators or presenters. Tables should be far enough apart to avoid cross-table distractions during group exercises. Before the workshop starts, the facilitator should walk around the room, checking sight-lines and sitting at some of the participants' tables to ensure that they are suitable.
Presenter's table -This should be at the front of the room and have enough space to hold all the materials that will be used in the course of the session, including the facilitator's notes and transparencies, handouts and supplementary readings. Materials should be organised in the order in which they will be used to avoid confusion once the workshop begins. The facilitator should test all equipment to make sure everything is in working order BEFORE the session is scheduled to start. Spare bulbs for projectors should be on hand.
Supplies -All supplies that will be needed for the various exercises and activities of the workshop should be in the room and easily accessible when required. Participants' binders may be distributed around the room on the tables, or they may be stacked on a table by the door to the room, where there may also be name tags and other registration materials to check whether everyone who is expected attends and to provide participants with any supplementary information they may need.
GENERAL CONDUCT OF THE WORKSHOP
Use an Adult-Centred Approach Unlike children, adults become increasingly self-directed rather than teacher-directed in a learning situation. They build upon their past rich experience as a resource, are concerned with real-life problems and tasks, and want to apply their learning to their situation. The workshop methods used in this Early Childhood Resource Pack reflect and respond to that situation.
Determine beforehand what learning points are to be conveyed to the participants and the specific details of what they are expected to learn during the workshop. Some of these are set out explicitly in the Learning Objectives, but it may be necessary, in view of the specific needs of participants, to identify further objectives. These should be as practical and action-oriented as possible.
Workshop Content
This should be as specific and focused as possible. Avoid generalisations and repetition, unless this is necessary for emphasis. Use examples from experience to illustrate points. It is important that the schedule be followed as closely as possible. In making their presentations, presenters should be kept strictly to the time provided, to allow as much time as possible for the discussions and group exercises.
It often helps to have a small clock on the presenter's table, so that the presenter can keep track of the time. In most workshop experiences, the main criticisms received are that there is not enough time for participants to talk about what they are learning, or to put what they are learning into practice in realistic exercises. Very few workshop participants ask for more time devoted to lectures!
Workshop Facilitation
If possible, a team training approach should be used to conduct the workshop. Training is often more fun and less stressful when more than one person conducts the training sessions. If the workshop is for more than 15 participants at one time, two facilitators may be required. In order for co-facilitators to be properly prepared, they need to address the following issues before the workshop begins:
• Determine the team a few weeks in advance of the workshop so that there can be an exchange of ideas and plans before the workshop begins.
• Explore the assumptions each person makes about the training -e.g., the facilitation style to be used, pacing, types of activities that each is comfortable with, the amount of participant input that is seen as desirable, etc. (If there are differences, these need to be talked through.) 
RUNNING THE WORKSHOP
Starting Workshops
All workshops should begin with:
Introductions -such as a brief self-introduction by participants.
Clarification of expectations -Have each participant write down one expectation for the week on a VIPP card. As these are shared, post them on a flip chart for review at the end of the week to check if expectations have been met.
Review of the agenda -This includes noting the topic to be discussed and the objectives for the session.
